Position-Create Position-to-Person Relationship

Position-Create Position-to-Person Relationship PO13
Purpose Use this procedure to create the Position-to-Person relationship.

Trigger Perform this procedure when a Position-to-Person relationship needs to be created.
Prerequisites The Position exists.

End User Roles In order to perform this transaction you must be assigned the following role:

Organizational Management Processor.

Change History

Date Change Description

08/09/12 Procedure Created

8/29/12 Added screen shot to scenario of the error message

Menu Path Human Resources = Organizational Management—> Expert Mode = Maintain
Position

Transaction Code PO13
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Helpful Hints

Position-Create Position-to-Person Relationship

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

%)

Example: @ Make an entry in all required fields.

Action: Fix the problem(s) and then click w (Enter) to validate and proceed.

Warning

®

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

& (Enter) to validate and proceed.

Confirmation

Q.U

Example: ﬁ' Save your entries.

Action: Perform the required action to proceed.
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Scenario:

During the New Hire or Appointment Change personnel action the Position to Person relationship was
not created, follow this procedure to manually create the Position to Person relationship.

; Common cause of this relationship not being created is how agencies respond to the yellow warning
message ‘Inconsistency in T750x for position XXXXXXXXX’ that appears in the status bar of your screen (see screen
shot below), or as a pop up if you have your messages set to appear in a dialog box.

| Organizational plan | Administrator
| Percentage 100 00 f_lE Assignment ‘ PersAdmin
Position 71028639 NST71 Time 0Bl
ELIGIBILITY POLICY . PayrAdmin
| Job key 50003922 WMS02 L
‘, WMS BAND 2
[ Exempt E
Org. Unit 31008667 OMMEP TEAM D
EPSD/OMMEP TEAM
Org key ESI
Ifmilﬂ{d&;@t'eﬁg;ﬁﬁs‘dﬁ& position 71028634 i b

If you click ] (Enter) to acknowledge the message, the Personnel Action or Organizational
Management update will continue and the position to person relationships will update as expected.

L]
If you click l (Save) instead of V] (Enter), the action will continue, but the position relationships
will not be created.

For additional information on this warning message, refer to the HRMS Communication Yellow warning Message,
“Inconsistency in T750x for position XXXXXXXX” originally sent on 12/21/2011 and again on 08/08/2012>

Procedure

1. Start the transaction using the above menu path or transaction code PO13.
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http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/HRMSCommunications.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/HRMSCommunications.aspx
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Maintain Position

i I 721351 ) T

= | Plan version {1 Current plan T
Position
Abbr.
m
m Planned . Submitted  Approved . Rejected
Infotype Mame |S| Time period
Ohject [«]|| @ Period
:Relatiunships E From |01/01/1800) to 1243179998
| |Description =| | OToday O Current week
Flanned Compensation O Al O Current manth
| [vacancy O From curr.date O Last week
_Acct. Assignment Features O To current date O Last manth
| B SETEaE O Current Year
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| |PD Profiles = @ ealoct |
Cost Distribution [+

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Position R This is a specific and concrete description of the responsibilities
that one individual fulfills in an organization.

@State of Washington Position’s object id number begins
witha7
Example: 70000096

Click & (Enter) to validate the information.

Click the box to the left ||_| --------------------- to select.

5. Enter the Start date of the relationship in the Time Period.
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o

Position Edit Goto  Utilities  Settings  Systern Help

& T dH @ SR anan BE @@
Maintain Position
2| 0][] ] [ (] £ 2

= _{| Plan version |01 Current plan 3
Position 71000096 I TRAIMIMNG 01
Abbr. ORGO01
Infatype Mame = Tirme period
Ohject o [=l| | @Period
I From  [os/e1/2012) to 12/31/9939
Descriptian W O Taday O Current week
Planned Compensation W O Al O Current rmaonth
acancy L O From curr.date O Last week
Acct. Assignment Features o O To current date OLast month
ork Schedule o O Current Year
Employee GroupsSubgroup W
PD Profiles = [= el |
Cost Distribution o [=]

6.
Click | IEI | (Create) to create.
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=
Infotype  Edit Goto Extras  Wiew System Help

& B ABICad CEE DDA IEE @
Create Relationships

DD | Allowed relationships |

EI Position ORGO1 I TRAINIMG 01

Planning Status Active

= 8| valid from Boso1/2012[3)to  [12/31/9993]  [&  Change Information
Relationships 01 5 71000095 1

(I Relationship type/relationship

Related Object

Type of related object [
ID of related object

Abbreviation

Narme

Priority
Weighting %

7. Complete the following field:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Type of related R This defines if the related object is an organizational unit,
object job, person or position.

Example: Person
Relationship R This describes how two objects are linked together, such as
type/Relationship a reporting relationship.

Place your cursor in the first field and click on the
matchcode:
|= Relationship (17 1 Entry found

W coicion: I

L | e [ [ 0 | &l | | D]
Rel. |Relationship n... |
A|003 Holder

Example: A 008 (Holder)
ID of related object R The HRMS number of the related object.
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@ The Personnel Number of the employee who holds
the position.

Example: 4000235
Weighting R This is the staffing percentage for the position.

@ Note: After clicking enter the Weighting field
changes to Staffing Percentage. The Staffing Percentage
should always be 100%, even if the employee is part-time.

Example: 100%

9. Click ﬁ (Enter) to validate entries.

=
Infotype  Edit Goto  Extras  Miew Systern Help

& 1dH CEeICHE Dhon DR @B
Create Relationships

DD ‘ I | Allowed relationships |

D Position ORGOM IN TRAIMING 01
Planning Status Active |
¥ _{| valid from base1/2012[@)to  [12/31/9999)  |&e  Change Information
Relationships 01 5 71000096 1
[ ]| Relationship typesrelationship 0 Halder
Related Object
Type of related object |P Person =]
|0 of related object 40000235 |
Abbreviation PHILLIPS
Marme PHILLIPS MICHAEL |
Priority ]
Staffing Percentage 100.00) %

_|
10. Click (Save) to save entries.
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11. The Delimit Vacancy pop-up may appear. If the position is vacant click yes.
I= Delimit vacancy

5 71000096 IM TRAINIMG 01

Delimit on EIEHS“HED’]E

|Yes || Mo ||3f Cancel |

12. You will be taken back to the Maintain Position selection screen.

13. To view the new relationship, click | | (Overview)
=
Infotype Edit Goto Miew Systern  Help

& DA EHI@E@@ EEE fnaa HE @0

List display with change Relationships

EI Fasition DRG01 IN TRAIMIMG 01
F... || Flanning Status Active
= | Felationships 015 710000961
| |stant |End [R |Rel [Relattext  |R.|Reld object  [Abbr % Rate |
ED 01/01/2002 12/31/9988 A 003 Belongsto © 31000031 11T 0.00
09/01/2012 12431/9998 A 003 Holder P 40000235 PHILLIPS 1EID.DEII
01/01/2002 |12/31/9888 B 007 |s describ 250000188 473N 0.00
Click @ (Exit) to return to the SAP Easy Access Screen.
Results
You have successfully created the Position-to-Person relationship.
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